Vacancy
Announcement

Embassy of the United States of America
Bujumbura, Burundi

Vacancy Announcement No. 2017-03

Open To: All interested candidates - All Sources

Position: GSO Administrative Assistant and ILMS Asset Management
Opening Date: Wednesday, January 18, 2017

Closing Date: Wednesday, February 1, 2017 at 12:00

Work Hours: Full-time; 40 hours/week

Salary: Resident (OR): FSN-06

Not-Ordinarily Resident (NOR): FP-8
*Final grade/step for NORs will be determined by Washington.

ALL ORDINARILY RESIDENT (OR) APPLICANTS (See Appendix A for definition) MUST
HAVE THE REQUIRED WORK AND/OR RESIDENCY PERMITS TO BE ELIGIBLE FOR
CONSIDERATION.

The U.S. Embassy in Bujumbura is seeking an individual for the position of GSO
Administrative Assistant and ILMS (Integrated Logistics Management System) Asset
Management in the Management Section.

BASIC FUNCTION OF POSITION

Assists the GSO Section in all administrative activities to include preparing time and
attendance, property sales, procurement requests and correspondence for the General
Services Officer. Responsible for maintaining accurate databases in ILMS Asset
Management and Expendables. Works closely with Property MGT, Supply, Procurement,
and Receiving Section to ensure that all USG property is accounted for and in correct
location for inventory purposes. Physically participates in all inventories, and in make-
readies of residences.
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QUALIFICATIONS REQUIRED:

Applicants must address each required qualification listed below with specific and
comprehensive information supporting each item. Failure to do so may resultina
determination that the applicant is not qualified.

Education - 2 years of university studies in Literature, Economics, Law, Property Management or
Storekeeping is required.

Work Experience - Two years of experience in property/supply management or store keeping is

required. Accounting software; data entry.

Language Proficiency - List both English and host country language (s) proficiency requirements
by level (1, IT) and specialization (speaking/reading and writing): Level Il Swahili, level III English and
level IV French and Kirundi are required. (These will be tested.)

Knowledge: Excellent working knowledge and understanding of current store management

regulations and guidelines relevant to storage, supply, inventory taking and disposal is required.

Skills and abilities: Level III typing ability, must possess an excellent attention to details. (This
will be tested.)

FOR FURTHER INFORMATION

Visit our website at http://burundi.usembassy.gov/employment-opportunities.html
and/or contact the Human Resources Office at 22 20 7024.

SELECTION CRITERIA

1. Management may consider the following when determining successful candidacy:
nepotism, conflicts of interest, budget, and residency status.

2. Current employees serving a probationary period are not eligible to apply. Current
employees with an Overall Summary Rating of Needs Improvement or Unsatisfactory
on their most recent Employee Performance Report (EPR) are not eligible to apply.

3. Current employees hired on a Family Member Appointment (FMA) or a Personal
Service Agreement (PSA) are not eligible to apply within the first 90 calendar days of

their employment, unless they have a When Actually Employed (WAE) work schedule.

4. The candidate must be able to obtain and hold an appropriate security clearance.


http://burundi.usembassy.gov/employment-opportunities.html
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HOW TO APPLY: Applicants must submit the following documents to be considered:

1. Universal Application for Employment (UAE) (Form DS-174), which is available on our
website (see “For Further Information” above). Incomplete DS-174 application form

will be rejected; and
2. Any additional documentation that supports or addresses the requirements listed
above (e.g. transcripts, degrees, etc.)

IMPORTANT: Applicants claiming a U.S. Veteran’s preference must submit written
documentation confirming eligibility (e.g., Member Copy 4 of Form DD-214, Letter from the
Veteran’s Administration, or certification documenting eligibility under the VOW Act with
an expected discharge no later than 120 days after the certification is submitted) by the
closing date of the vacancy announcement. If the written documentation confirming
eligibility is not received in the HR office by the closing date of the vacancy announcement,
the U.S. Veteran'’s preference will not be considered in the application process. Specific
criteria for receiving a U.S. Veteran’s preference may be found in HR/OE'’s Family Member
Employment Policy (FMEP).

WHERE TO APPLY:

Mailing Address: Human Resources Office
Embassy of the United States
Avenue des Etats-Unis
B.P 1720 Bujumbura

Please indicate your name, telephone number and the position title for which you are
applying on the envelope and sign in the logbook upon drop-off of your application in the HR

Office.

E-mail Address: BujumburaHR@state.gov
Please indicate the position title for which you are applying in the subject line of your email



mailto:BujumburaHR@state.gov
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EQUAL EMPLOYMENT OPPORTUNITY: The U.S. Mission provides equal opportunity and
fair and equitable treatment in employment to all people without regard to race, color,
religion, sex, national origin, age, disability, political affiliation, marital status, or sexual
orientation. The Department of State also strives to achieve equal employment
opportunity in all personnel operations through continuing diversity enhancement
programs. The EEO complaint procedure is not available to individuals who believe they
have been denied equal opportunity based upon marital status or political affiliation.
Individuals with such complaints should avail themselves of the appropriate grievance
procedures, remedies for prohibited personnel practices, and/or courts for relief.

Appendix A - DEFINITIONS

Ordinarily Resident (OR) - An individual who meets the following criteria:

e A citizen of the host country; or

¢ A non-citizen of the host country (including a U.S. citizen or a third-country national)
who is locally resident and has legal and/or permanent resident status within the host
country and/or who is a holder of a non-diplomatic visa/work and/or residency
permit; and/or

e Is subject to host country employment and tax laws.



